USAI Y General Notice
| NFORVATI ON M AS/ | RD
11/ 03/ 1999

SUBJECT: The Novenber 1999 Automated Directives System (ADS) Notice

Al witten guidance related to Agency operating procedures across all of the

Agency's systens is produced and dissem nated through the ADS. This includes

t he reengi neered ADS chapters, currently active portions of the ol d Handbooks,

Agency policies, contract information bulletins, Agency Policy notices, and all
del egations of authority.

This monthly notice is divided into three sections:

Section I|: This section lists the policy notices not included on
ADS CD 15, but are posted to the ADS web site. Policy
notices, with the exception of the three Continuing
Resol utions rel eased as Executive Messages, are posted
to the ADS web site 3 - 10 business days after they are

i ssued.
Section I1I: This section pertains to ADS ti ps.
Section II1: This section describes the ADS and provides instructions

for accessing the ADS CD.

Policy Notices Since ADS Conpact Disk (CD) 15

Al'l Agency personnel have access to General Policy Notices and should read and
assimlate the new policies. The notices are distributed each evening fromthe
Notice Sender nmailbox to everyone in USAID)Wand to specific nail boxes within
the M ssions.

A nunber of USAID General Policy Notices have been issued since the rel ease of
ADS CD 15.

Pl ease note:
* ADS CD 15 is accessible to ALL USAI DY Wenpl oyees via the Local Area
Network (LAN). ADS CDs were nailed to the M ssions on Wdnesday,
August 11, 1999. |If you are in USAIDWand unable to | ocate ADS CD
15, please contact the IRM Hel p Desk for assistance.

* ADS CD 15 material and Policy Notices are al so accessible via the
ADS web site.

ADS | NTRANET:  http://ww. usai d. gov/ ADS/
ADS | NTERNET: http://ww. i nfo. usaid. gov/ pubs/ ads
Policy Notices not included on ADS CD 15 but posted to the ADS website:

NOTI CE DATE SUBJECT
Nane/ No.



OCTCBER 1999

EXEMS@05 10/ 29/ 99
1050 10/ 27/ 1999
(Note: ADS 103 will be
1048 10/ 26/ 199
EXEMB@02 10/ 22/ 1999
1042 10/ 21/ 1999
1027 10/ 12/ 1999
1019 10/ 06/ 1999
1019a

1019b & 1019c

1022

1017
1016&1016a
EXEMSQ01

10/ 08/ 1999

10/ 06/ 1999
10/ 06/ 1999
10/ 01/ 1999

SEPTEMEBER 1999

0945

0923

0921

0913

0907

0903

0902
0902a

AUGUST 1999
0854

0829

MAS31

JULY 1999
0726

09/ 28/ 1999

09/ 15/ 1999

09/ 14/ 1999

09/ 09/ 1999

09/ 03/ 1999
09/ 02/ 1999

09/ 01/ 1999

08/ 30/ 1999

08/ 17/ 1999

08/ 03/ 1999

07/ 21/ 1999

| oaded

Operating Under a Continuing Resol ution

Revi sion to ADS 103, Del egations of Authority
to the web by 11/05/99)

Autorrat ed Directives System Chapter 321, Snal

Busi ness Prograns, Di sadvantaged Enterprises and
Mnority Serving Institutions

Qperating Under a Continuing Resol ution

Aut orrat ed Directives System Chapter 318, Patent

Ri ghts

Year 2000 (Y2K) Leave Restoration Policy

ADS Update for Chapter 545 - Automated I nfornation
Systens Security

ADS 509, Creating, Altering or Term nating a
System of Records (Records Pertaining to

I ndi vi dual s)

Pol i cy- Remi nder, Restricted and Unrestricted Areas
ADS 557 - Public Information

Operating Under a Continuing Resol ution

Pre- Logon Aut ormat ed Data Processing System Warni ng
Banner s

Revi sion to ADS 202, Managi ng for Results:

Achi evi ng

Pol i cy- Remi nder Corrected Copy - Appropriate

Fi scal Year to Charge for Travel to USAID

Enpl oyees and Transportation of their Effects (ADS
577.5.8)

| ssuance of Revised ADS Chapt er
Qper ati ons

Clarification to ADS 522, Cost Associated with
Conf er ences

Revi sion to ADS Chapter 303, Grants and
Cooperative Agreenents to Non- Gover nnent al
Organi zations: Mandatory and Suppl enentary

Ref er ences

Revi sions to the A D Acquisition Regul ation
(Al DAR)

102, Agency

Revi sion to ADS Chapter 541 (formerly ADS 544)
(Posted to the ADS What's New Page, 09/01/1999)
ADS 253, Training for Devel opnent (Posted to the
ADS Series 200 web page 08/18/1999)

MAS#31 - Paynent of Per Diemto Fanmilies -
Pol i cy Rem nder

Legal and Policy Consideration when
I nvol ving Partners and Custoners in
Strategi c ojective Teans and Q her
Consul tati ons



JUNE 1999

0623 06/ 21/ 1999 Conflict Prevention Quidance for Strategic
Pl anni ng
0621 06/ 18/ 1999 Program for Expandi ng the Participation of

Mnority Serving Institutions (MsSls), to be
i ncluded in ADS 321.

MAY 1999
| anpol i cy 05/ 19/ 1999 Policy - Rem nder Procedures for Cbtaining and
Verifying Maintenance and Local Area Networks |Ds

El ectroni ¢ Copi es:

* Policy notices nay al so be obtained by sending an e-nail to Notice
Mai | box@ AS. | RD@AI DW

* ClBs issued since ADS CD 15 are found on the M OP webpage:
www. i nf 0. usai d. gov/ procur enment _bus_opp/ procuremnment/ci b

CIBs issued prior to ADS CD 15 are also avail able on the M OP web page.
CIBs may al so be obtained fromM OP/POL ((202) 712-0610).

Hel pful TIPS when using the ADS and ADS CD

Each nonth we will include ADS content and/or ADS CD hel pful tips. This nonth's
tips pertain to links fromADS website to the Foreign Affairs Manual and
i nformation about the ADS web site.

Q1 I haven't seen an InfoReg or InfoQuide CD, which is issued by the
Departnment of State (DOS), in nonths. How do | access the nost recent Foreign
Affairs Manual (FAM or the Foreign Affairs Handbook (FAH)?

A1l The ADS Hone page (internet and intranet) and Series 100, 200, 300, 500,
and 600 have a link to the DOS FAM FAH web page.

http://foia.state.gov/fandir/index. htm

The O ficial version of the FAM and FAH are housed on the DOS web pages.
These docunents are now updated on a regul ar basis.

Q2 I's everything that is on the ADS CD also found on the ADS web pages?

A 2 No. Eventually, the ADS web page will house everything that is on the ADS
CD. Handbooks and material that is not available electronically, will be posted
to the ADS web pages.

Whi ch Al D Handbooks are still valid? Were can | find then?

The foll owi ng Agency Handbooks and specific Handbook chapters are still
active and contain valid Agency regulations. Currently, they are
accessible via the Automated Directives System Conpact D sc (ADS CD),
formerly known as the Directives Resource Conpact Disc (DR CD
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* Handbook (HB) 1 - See the nost recent ADS CD for a conplete |ist
of active Policy Determnations and Policy Papers;
* HB 9 is a Suppl enentary Reference

* HB 18, Part 111, Chapter 13;
* HB 18, Part V, Appendix D The Al D CodeBook
* HB 19,
* HB 20, Chapter 7; and
* HB 23, Chapters 3, 10 and 11
See Series 400 (USAID Personnel - Human Resources Administration) for a

conplete list of MHR chapters that supersede specific chapters within HBs
24 - 33. MHR is currently working on converting the renaining chapters
wi t hi n Handbooks 24 - 33 to ADS chapters.

The followi ng information has been updated to include Series 600 in the |ist of
ADS Seri es.

Wiat is the ADS?

The ADS sets forth the Agency's policies and essential procedures, as well as
mandat ory and suppl enentary informational references. It contains siXx
functional series, interimpolicy updates, valid USAI D Handbook chapters, a
resource library, and a gl ossary.

The functional series consist of ADS chapters that have been witten in a
standardi zed format. The six functional series are as foll ows:

Series 100 Organization and Executive Managenent
Series 200 USAI D Program Assi st ance

Series 300 Acquisition and Assistance Agreenents
Series 400 Personne

Series 500 Managenent Services

Series 600 Budget and Fi nance

O her Sections of the ADS:

* The InterimUpdates are USAI DY General Policy notices that are not yet in
the standardi zed format. Over tine, the InterimUpdates will be incorporated
into appropriate ADS chapter(s).

* The USAI D Handbook Series includes the few Handbook chapters that are
still valid, and serves as a cross reference between the Handbooks and ADS
chapters in the functional series.

* The Resource Library contains the Mandatory and Suppl enentary References.
Mandat ory References are the Governnment's regul ations and other material that
the Agency must follow  Supplenmentary References provide hel pful information
pertaining to the Agency's policies and procedures.

* The d ossary defines terns found in the functional series.

Updat es: The ADS is updated quarterly via a CD. The |atest version of the
ADS CD (formerly known as DR-CD) is 15.



How Do | Access the ADS CD?

The ADS in its entirety is located on the ADS CD. If you are in

USAI DY Washi ngt on, please followthe steps listed below. If you are in the field,
access nay be obtained via a CD ROM reader.

USAI DY W User s:

Step 1. Click on the Wndows "Start" Button
Step 2. dick on "NetApps"
Step 3. Click on " CDNET"

Congratul ations! You have successfully accessed the CD Tower. The steps from
here on are the sane as they were when you used W ndows 3.1.

*Step 4. Cick on "ADS'
Step 5. dick on the "Run" button

*1f you do not see the ADS CD listed, please click the "Search" button
located in the bottomleft hand corner of the gray box that appears on
your screen. The systemw |l then update your |ist of CDs.

The gray box will disappear fromthe screen for a nonment and then the ADS CD
will appear. If the ADS CD does not appear, please close the CDNET program and
repeat steps 1 through 3.

Conponents of the ADS nmay al so be accessed via the Intranet and the |nternet.
These sites currently do not contain the valid Handbook chapters, but a Iist of
whi ch Handbook chapters are still valid is included on the ADS website and this
notice. Additionally, the Internet (unlike the Intranet) does not have the
Personnel Series (400) and Interim Updates for Series 100, 400, and 500.

USAI DY General Policy Notices are placed on the web sites either as Interim
Updates or as a new or revised ADS chapter and/or reference (replacing the old
ADS material, if any), within 3 - 10 busi ness days of their issuance.

Therefore, the ADS web sites will reflect policy updates sooner than the ADS CD.
Access to the ADS nmaterial may be obtai ned by accessing:

1. The ADS Intranet hone page is found by accessing the USAID Intranet
Hone page at: http://ww. usaid.gov - Then click once on the word "ADS"
This link will take you to the USAID Intranet hone page.

2. The ADS Internet hone page is found by accessing the USAID Internet
Hone page at: http://ww.info.usaid. gov/ -

The reader nust then click once on the phrase "Publications/ Partner

Resour ces. "

Next, scroll down to the "ADS: Autonmated Directives System-- Fornmerly the
USAI D handbooks" [i nk.

Click once on this Iink and it will take you to the ADS | nternet Hone
page: http://ww.info.usaid. gov/pubs/ads.

Policy Notices: You may also request an el ectronic copy of a Policy notice by
sending an E-mail to Notice Mil box@ AS. | RD@ DW

Questions about the ADS? Please send an e-nail to ADS@J AS. | RD@AI DW



Point of Contact: Cynthia Staples, MAS IRD, (202) 712-0798 or you may send
an e-nail to ADS@J AS. | RD@\ DW
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